Working for Washington State -
CREATE YOUR PROFILE CAIers.wa.gov
Your profile becomes your online resume with Washington State. Since you
create your profile only once, it is easy to apply for several jobs. If you choose

not to create a profile, you will have to re-enter your qualifications, skills, and
education every time you apply for a job.

Your profile contains your personal information, your education, work experience,
gualifications and employment preferences. You will be able to attach documents
that you feel are relevant to your profile, such as your resume, certificates,
scanned transcripts or letters of reference.

Your profile becomes part of the talent pool and can be accessed by recruiters
looking for individuals to fill jobs in their agencies. Take your time and complete
your profile as comprehensively as possible so it will be matched against a full
range of suitable positions.

1. Begin your profile by selecting My Personal Details.

| Job Seeker Start Page

Creating a prefile on the Washington State Careers website provides a central location for maintaining perzonal information, allows state employers to match vour =kills to positions, and offers toolz
for quick, manageatle job earching and applications.

My Name and Contact Information Change Personal Settings

aisryaurnans.smal address and contact information here. Tailor your pages to suit your perzonal requirements. This includes defining your
Iy Perzonal Details preferred dizplay format for the data overviews and defining your printer location.
WMy Contact Informatic Change Personal Settings

Change User Name

My Resume

) ) View Help and Use Services
The profile containg your resume and your desired employment. “ou may lock and

releaze your prc!ﬁle. build _ﬂﬂd save your resume and/or copy and paste your Access the statewide careers website for additional job seeker information or
resume to submit for specific positions. view a demonstration of how to appy for an opportunity.

Option 1: Build Resume Profile Wiew Demonstration

Option 2: Attach Resume Link to WA Careers Website

View My Resume
Release Profile for Conzideration
dentify Interest Grou

My Jok Search and Applications

If you are interested in applying for a specific position, apply directly. Otherwizse,
search and apply for opportunities that interest you. You can add job opportunities
to your Favorites list and alzo view the status of existing applications.

Apply Dirscthy

Search for Jobs

Favorites

Manage Applications

NOTE FOR INTERNAL JOB SEEKERS - The Internal Job Seeker start page does
not have My Personal Details or My Contact Information since you need to update
your contact information through Employee Self Service (ESS). Internal Job
Seekers skip down to page 4, the Entering your Work Experience, Education,
Qualifications and Desired Employment section.
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Entering Your Personal Data

The first step in creating your profile is to enter your personal data. This is the
name that will be shown on your profile.

CAUTION: You are accessing this application via an internet connection, use of
the browser’s “back button” will take you out of the Job Seeker web site to
your previous location.

IMPORTANT NOTE: Hit the Save button at the bottom of the page once you
have filled out all of the fields. If you wish to return to the Job Seeker start page
click on “Job Seeker Start Page” in the upper left hand corner of the page as
shown below.

Personal Data

> Perzonal Data

What are your personal details?

In addition to the infermation you have already provided, we reguire =ome mere detailz from you.
Form of Address = -
Firat Name [Jans |
Middle Name | |
Lazt Mame |Dcﬂ |
Save

If you wish to exit this application click on the Logoff button in the upper right
hand corner of your screen.
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2. Continue by clicking on My Contact Information.

Iy Hame and Contact Information

Enter your name, email address and contact information hers.

Completing the Communication Data section ensures that DOP can contact

you with job information.

3. When you are done, click Save. Required fields are marked with a red

asterisk.

4. Return to the Job Seeker start page by clicking on the Job Seeker Start
Page link in the upper left hand corner.

Communication Data

Howr can we contact you?

E-Plail
| E-Mail =

Telephone
| Home
I Work

| Mebile

Address
Home Address
I Street
I Street (Continued)
I Country
| stats
| city
| Postal Code

= Communication Data

I Preferred Contact Telephone Number

In addition te the data you have already entered, we require =ome mare information 2o that we can contact you.

|Jﬂn&D0&@smail.cum

Screen view is continued on next page.
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Mailing Address

| street |

| street (Continued) |

| country |—Eslsct— v|

| state
I city |
| Fostal Code

Other Address

I Street |

I Street (Continued) |

| country |—E&I5ct— v|

| state
| ciy I
I Postal Code

| Preferred Address for Contact | Home hd

Save

Entering yvour Work Experience, Education, Qualifications and Desired
Employment

1. To build your profile click on Optionl: Build Resume Profile. You only
have to create your profile once and you can update it at any time.

Job Seeker Start Page

Creating a profile on the Washingten State Careers website provides a central location for maintaining personal information, allows state employers to match your skilis to posttions, and offers tools for
quick, manageatle job searching and applications.

Iy Name and Contact Information

Enter your name, email address and contact information here.
Iy Personal Details
My Contact Information

My Resume

The profile containg your resume and your desired employment. You may leck and
rejease your profile, build and save your resume and/or copy and paste your resume

VIEW By RESUME
Release Profile for Consideration
Identify Interest Group

Iy Job Search and Applications

If you are interezted in applying for a =pecific position, apply directly. Otherwise,
search and apply for opportunities that interest you. “ou can add job oppertunities to
your Favorites list and alzo view the status of existing applications.

Apply Directiy

Search for Jobs

Favorites

Manage Applications

Change Perzonal Settings

Tailor your pages to suit your perzenal requirements. Thiz includes defining your
preferred display format for the data overviews and defining your printer location.
Change Personal Seffings

Change User Name

View Help and Use Services

Access the statewide careers website for additional job seeker information or view a
demonstration of how to appy for an epportunity.

View Demonstration

Link to WA Careers Website

Revised 9/18/07




2. Complete all eight sections of the profile to give yourself the best
opportunity for successful job placement. You can complete them in any
order.

Entering Your Work Experience

Upon completing a section of your profile a green check mark appears on the tab
for that category. This indicates that you have entered data in this category.

You may return to the start page at anytime by clicking on the Job Seeker Start
Page link in the upper left hand corner of the screen. To access other tabs:

= Click on the tab

= Click on the next and previous tab link

= Click on the navigations buttons to the right of the tabs

1. Let’s begin by documenting your work experience. Click on the Work
Experience tab; click on New Entry.

Job Seeker Start Page > Option 1: Build Resume Profile

The profile contains your resume and your job preferences. If you do not release this data, only you have access fo it

[E=Trre—s ) Y : 5 Desresios & Q)

What is your previous work experience?

List all work relationships to date individualty.

Work Experience
StartDate & EndDate 5  Employer City Country Job Title

No data on work experience currently available

F‘age of 0

(@ Data was delsted

2. You may add experience and edit or delete any information by clicking on
the buttons at the bottom. Your entries will automatically save as you
enter information.

3. Continue to add work experience information by clicking on New Entry.

VWhat is your previous work experience?

List all work relationships 1o date individually.

ouree lianager v all AR funcions =
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Entering Your Education

1. Click on the Education tab.
2. To create an entry, select New Entry.

NOTE: You can edit or delete any of this information by clicking the
appropriate button at the bottom.

Profile

Job Seeker Start Page > Profile

The profile centains your rezume and your job preferences. If you do not releass thiz data, enly you have access to it

I3 I 0 =

I Prafile FY Education

4 Work Experience | Qualifications 'k

Which courses of study have you completed?

List allthe courses of study you have completed.

There iz no data on your education currently available.

News Entry

3. After completing a section of the profile a green check mark appears on
the tab for that category. This indicates that you have entered data in this
category.

4. Fill in the applicable boxes.

5. Continue to add education information by clicking on New Entry. To pick
from a list of valid options, click on the blue box with the down symbol. As
appropriate, you may want to specify a subject or description.

Op B R P 2

4 Werk Experience || Qualifications |k

Which courses of study have you completed?

Lizt all the courzes of study you have complsted.

Data

I MName of Inatitute |

| start Date | End Date

| country | state — Mo Selection Possible —
I city | |

| Education Type - Select - 3 | Education Level | — Select —

| Field of Education - Select - h | | Highest Degres/Certificats O

| subject [ |

I Credits I:l

| Description

| Save | | Cancel |
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Entering Your Qualifications

1. Click on the Qualifications tab. This section tells us about your skills,
abilities and knowledge and will assist recruiters searching the Talent Pool
for your skills and abilities.

2. Click on the Edit button.

Profile

The profile contains your resums and your job preferences. If you do not release this data, onby you have access to it

= K] Quaiifications [

4 FEducation || Attachments b

What competencies and qualifications do you have to offer?

Rate your competencies and qualificatiens. NOTE: This page may take a whils to present itzelf as there are many gualifications to choose from. Identify other details az needed in the apace
provided

No data exists for qualifications

3. In this section of the profile, you identify your competencies and skills and
your proficiency in each. This page may take a while to load as there are
several qualifications from which you can select.

The profile containg your resume and your job preferences. If you do not release this data, only you have access to it.

L e

I Profile EY ualifications

4 Education || Attachments b
ies and qualificati do you have to offer?

Rate your competencies and qualifications. NOTE: This page may take a while to present itzelf as there are many gualifications to choose from. Identify other detaile as needed in the space
provided.

Vihat

| other

[ Save ] Cancel ]
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NOTE: There are two parts of the Qualifications Catalog to select from —
“General Qualifications” and “Occupational-Specific Qualifications”. This
section of your profile will likely take the longest amount of time to complete, but
is a very critical component of your profile. Recruiters search on various
gualifications when they are conducting a candidate search.

Revised 9/18/07

=Washington State Qualifications Catalog 5

E Dermrpitins

e g T e
=Computer Skilz
=10-Key

=Databaze

=Desktop Publizhing
=Electronic Mail & Intsrnet

=Graphic Design Software
=Presentation Software
=Spreadshest

#Typing

=VWeb Page Software

=¥Word Procezszing

=Degress

=Languagss

=Lead & Supervize

=Licenzez & Cerificationz
=Accounting/Financial Certifications
=0riving Licenzes/Endorzements

=Lctuarial Anahysis & Managemen
=Experience, Skillz, & Abilties
=Licenzes & Certifications
=~dministrative Azsiztanis
=Experience, Skills, & Abilities
=Adminizstrative Procedures Analyzis
=Experience, Skills, & Abilities




4. Under the General Qualifications group is a group of qualifications
referred to as Ability & Willingness (1). As you can see below there are
several qualifications listed in this group. Select those that best identify
your skills. Also rate your Specification (2) in each by selecting the
appropriate proficiency. Identify other details as needed in the Other (2)
section. If you are unsure of the proficiency definitions, click on Show
Descriptions (4) for additional information.

i Candidate Profile |INICISSTEEN VIS T VIEE] Qualifications 3L SVAGET =y 5\ Desired o> [ ]|

[« Education | Attachments »|

Qualification Group

What competencies and qualifications do you have to offer?

Select qualifications from the drop-down list relevant to the jobs for which you are applying. To select a qualification, click the SELECTED box, choog
your proficiency level and save. For mare information, go to careers wa govhelp/qualifications

| ------ =Ability & Willingness

|'| Show Descriptions

Qualifications

Selected s  Qualification Specification £
O Undergo background check |Not rated [~
O Undergo polygraph test |Not rated |v|
O Work in hospital [Not rated [
O Work in juvenile or corrections facility |I‘Jot rated |v|
0 Work varying schedules [Not rated [<]
O Work with persons with disabilities [Not rated [<|

Other

[ sawe | [ cCancel |
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Supplementing Your Profile with Attachments

The fourth tab is for attachments. You can supplement your profile by attaching
documents (diplomas, resumes or certificates for example) which compliment

your list of skills.

1. Click on the Add Attachment button.

Profile

The profile containg your rezume and your job preferences. If you do not releaze thiz data, only you have accesz to it

LY Attachments EEE@

EED
4 CQualifications || Desired Job Pk

Do you want to supplement your data by adding attachments?

“You can attach electrenically stored documents to supplement your data

No attachments currently exist.

Add Attachment
—_—

2. Select the attachment type from the drop down box. Browse your
computer to locate the document, give the document a title. Files which
cannot be uploaded are PowerPoint and Visio. Size limitation on files is
500kb for most files and 1mb for some.

Profile

The profie contains your resume and your job preferences. If you do not release this data, only you have access to it

| 3 [ s

4 Qualifications || Desired Job P

Do you want to supplement your data by adding attachments?
You can attach electronically stored documents to supplement your data

| Attachment Type - Select — |+
| Language English %]

| File [
I Document Title |

| Save | | Cancel \

3. You may add several attachments, and edit or delete any of these
attachments.
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Desired Employment

What expectations do you have of your future job?

1. Click on the Desired Job tab to specify your preferences and

requirements.

If you want to select multiple entries in each category, hold down the

control key on your key board while using your mouse to select your

preferences.

the screen.

You can also give us more information in your own words at the bottom of

The profile containg your rezume and your job preferences. If you do not releaze this data, only you have access to it

[rrone TN s RN

2 Education 3 o 4

e

|1 Attachments ||Data Qverview >|

What expectations do you have of your future job?

“'ou should only receive employment eppertunities from us that are relevant for you. Specify your preferences and requirements here. If you
CTRL to do =0. You can alko give us more infermation in your own words.

Employment Preferences

want to select multiple entries for a preference, use

— Select —

Administrative Office of the Courts
Archaeclogy & Historic Preservation
Arts Commission

Agency

— Select —
Accounting
Acguisition
Adjudications

Career Category

- Select —

Adams County - Other
Adams County - Othello
Adams County - Ritzville

Geographic Location

Reszponzibiity Level WP, WP, Dept Head, eic)

FulkHtime (32-40 hrs per week)
On Call
Part Time (1-10 hrz per week)

Capacity Utiization Level

Screen view continues on next page.
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Work Type

Job Details

Minimum Acceptable Salary Rangs

Wilingnese to Travel (%)

Wilingness to Relocate

Shift

Hours Per Week

Days Off

Interested in Other than State Employment

Description

— Select —
Fellowship
Internzhip
Non-Permanent

- Select —

Not Specified |v

b

- Select -
Day
Swing
Graveyard

- Select
Monday
Tuszday
Wednesday

Not Specified |

Navigation Buttons

1. Advance to the next tab, use one of the three icons on the right side of the

screen to navigate.

2. Run your cursor over the buttons to see what each one does. The button
on the left takes you to the next page. The middle button returns you to
your last entry. The button on the far right is your navigation button.

5 Desired Job }

IENECY

Data Overview

Next Page

/

Navigate

Last Entry

The next tab, called Data Overview, is an overview of the information you've
entered in your profile. Take a moment and review the contents. If you wish to
change any of this information, return to the appropriate section in Option 1:
Build Resume Profile and update the information.

NOTE: The Data Overview Tab has temporarily been moved to the View My
Resume link from the Job Seekers Start Page.

Revised 9/18/07
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Demographic Information

This information is confidential and released only to authorized personnel.
To increase the representation of persons with disabilities, Vietham-era veterans,
disabled veterans, and persons age 40 and over, an employer may certify
individuals from one of these groups that might not have otherwise been
considered.

1. Review Affirmative Action Definitions by clicking on the highlighted link.

2. Complete the section by selecting appropriate responses to the questions.

[he profile contains your rezume and your job preferences. If yvou do not releaze this data, only you have access to it.

I Option 1: Build Resume Profile 6 Data Owverview '8 Demographic Information 8 “eteran Status 9 Profile Releaze

|< Data Overview ||V&t5ran Status )|

To ensure equal employment opportunity, we ask your voluntary cooperation in responding to thehuestions below,

[Thiz information will ke treated az confidential and wil be available only to authorized personnel. Please review tls A ffirmative Action Definitions
Demographic

¥What iz your gender?

Do vou have a physical, =enzory, or mental condition that =ubstantially limitz any of vour major life functionz, =uch az working,

caring for yourself, walking, doing things with your hands, eeing, hearing =peaking, or learning?

Are you 40 years of age or older?

VWhat iz your date of birth?
| Save | | Cancel |
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Veteran’s Status

1. This section pertains to veterans and their spouses.

= If you are a veteran or were married to a now deceased veteran,
complete this section of your profile. Be sure to select an answer for
all of the questions listed on this page.

= If these questions do not apply to you, answer the first question and
continue on to the Profile Release tab.

IEEZN) ¢ st overview 7 Demographic Information (Y Veteran Status 9 Profile Release

[ 4 Demographic Information | Profile Release #]

This page pertains to both veterans and their spouses. Veterans must complete first two sections on this page.
Spouses of veterans should answer the two questions directed to them in "Military Spouse” section.

The "WVeteran Preference" section will be automatically updated based on your responses to questions in the first two sections.

General Questions
If vou were previously emploved by the State of Washington, were vou a veteran at that time?

Are you currently employed by the State of Washington? — Select - | If you are a current State employee, have you been promoted since returning from active duty?

If vou are currently a State employee, have vou been — Select - v

called back to active duty for one ysar or mors?

Military Experience

Date Entered Service Date Separated from Service

Branch of Service Served During Period of War

Henerable Discharge Served During Period of Armed Conflict — Select— %

Wedical Dizcharge Campaign Medal Name(g) - Select —

Service Disabilty igtnam Era Veteran — Select— |%

Service Dizability Percent

Receiving Military Retrement — Select — ¥

Retirement Pay Les= Than 3500 — Select — v

Military Spouse

Spouse of Honorably Charged Deceased Veteran — Select— (v

— Select — |V

Spouse of Honorably Charged 100% Service-Dizabled Veteran

Veteran Preference
Veteran Preference Adjustment 0%
Qualified Veteran Status

Veteran Preference Used

Save | | Cancel

Profile Release

1. Releasing your profile allows recruiters to find you during a candidate
search.

NOTE: If you choose, you can keep your application in the system and

prevent anyone from finding you in a search by locking your profile. You
can lock or unlock your profile at any time.
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2. We advise that you periodically review your on-line resume to ensure it
remains accurate and current. If you need to revise or change content,
just return to the corresponding section and enter the information in the
appropriate fields. Once you make and save the changes your profile will
be updated.

3. Prior to releasing your profile you will be prompted to read our Data
Privacy Statement.

Data Privacy Statement: In submitting these materials, | certify that
information contained in my resume, and all other application-related information
| have provided here is true, correct, and complete. | understand that
consideration for employment and the continuation of subsequent employment
depend on true, accurate and complete representation of these facts as stated or
implied in all application-related material. | understand that untruthful or
misleading answers are cause for rejection of my application, removal from the
candidate pool, or dismissal if | am employed.

Job Seeker Start Page > Profile

The profile containg your resume and your job preferences. If you do not releaze thiz data, enly you have access to it.

Im 6 Data Overview 7 Demographic Information 8 Veteran Status El EE

4 Veteran Status

Do you want to be considered for open job vacancies?

Releaze your profile to enable recruters to access your data (2ee data privacy statement). You can lock your profile again at any time to prevent anyone from accessing your data.

" Release Profile
(% Lock Profile

We endeavour to.gl =) & i it to us remains confidential and is used only for the purposes stated in the data privacy statement. Pleaze confirm acceptance of our data
privacy statemght

“res, |have read the data privacy statement and | accept t

Save

NOTE: If there are questionnaires or exams associated with a job they will
appear as tabs following the “Veteran Status” tab.

Interest Groups

As part of completing your profile you can identify yourself with an interest group.
Interest groups relate to general occupational categories. As a member of an
interest group, you may be notified by employers of upcoming job opportunities
based upon the interest area.

1. Click on Identify Interest Group.
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Job Seeker Start Page

Creating a profile on the Washington State Careers website provides a central location for maintaining perzonal information, allows state employers to match your kils to positions, and offers tools
for quick, manageable job searching and applications

My Name and Contact Information Change Personal Settings

Enter your name, email address and contact information here. Tailor your pages to suit your personal requirements. This includes defining your
lly Personal Detailz preferred display format for the data overviews and defining your printer location.
Iy Contact Information Change Personal Seftings

Change User Name

My Resume
) View Help and Use Services
The profie contains your rezume and your desired employment. You may lock and

release your profile, build and save your resume and/or copy and paste your Access the statewide careers website for additional job seeker information or
resume to submit for specific positions. view a demonstration of how to appy for an opportunity.

Option 1: Build Resume Profile View Demonstration

Option 2: Copy and Paste Resume Link to WA Careers Website

View My Resume

:m

My Job Search and Applications

If you are interezted in applying for a 2pecific posttion, apply directly. Otherwize,
search and apply for oppertunities that interest vou. You can add job opportunities
to your Favorites list and alzo view the status of existing applications.

Apply Directhy

Search for Jobs

Faverites

Manage Applications

2. You may select from six groups; (1) College Recruitment, (2) Entry,
(3)Intern, (4) Management, (5) Professional, and (6) Trades.

| Assign Interest Group

Job Seeker Start Page > Assign Interest Group
Your Current Interest Group
Azzign yourzelf to an intere=t group. vou then receive all the information that is relevant to thiz interest group.

Interezt Group

ecruitment

Internzhip
Management
Professional
Trades

If you need assistance with this process, please contact the Department of
Personnel at 360 664-1960 or 1-877-664-1960, or e-malil
Information@dop.wa.gov.

The State of Washington is an equal opportunity employer. Persons with a
disability, who need assistance in the application or testing process, or those
needing this announcement in an alternative format, may call (360) 664-1960 or
Telecommunications Device for the Deaf (360) 664-6211.

To view other Job Seeker help documentation close this document and return to
our careers.wa.gov website.
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